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Purpose:  

 To provide useful and accurate information in a timely and professional manner 

regarding public services and the Kabul Municipality (KM) activities and achievements; 

 To assure as much as possible that consistent information is being disseminated by KM; 

 To ensure that KM staff, media and general public are aware of any communications 

issues; 

 To use the media as a resource, particularly in emergency, disaster or crisis situations; 

 To foster a cooperative working relationship between the KM and the media; 

 To establish procedures for responding to media inquiries, including identifying a 

spokesperson. 

Goal: 

To the best of their ability, the Kabul Municipality ensures the accurate and prompt exchange of 

information with the news media in accordance with this policy.  

Scope: 

This Policy applies to all Kabul Municipality staff. 

Policy: 

The following procedures and standards will be used by all departments as applicable to media 

relations within Kabul Municipality: 

1. Spokesperson: in most cases there will be one spokesperson designated for response to 

media inquiries. For general and citywide inquiries, the spokesperson will be the Mayor 

or head of Publications Department. For district related issues, the spokesperson will 

most often be the District Manager.   

2. Primary Contact: the head of Publications Department will serve as the primary source 

of information, providing background information about issues, projects and service. 

3. Priority attention should be given to all media inquiries. Every effort should be made to 

meet media deadlines and ensure that all information released is accurate.  

4. Routine media requests may be responded by head of departments and deputies if the 

response is of factual or inconsequential nature i.e. special event schedule.   

5. Non-routine media requests should be forwarded to the Publications Department prior 

to response. These may include responses that require special information in particular in 

emergency situations.  
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6. Sensitive and controversial issues become headlines for the news media. This provision 

provides the framework for KM public information staff to respond appropriately and as 

soon as possible to sensitive and controversial issues. Sensitive and controversial issues 

pertaining to KM operations should be immediately forwarded to Publications 

Department in order to prepare for or respond to media inquiries.  

 Any KM employee who speaks to a reporter or editor about a sensitive or 

controversial issue without authorization and prior approved by the Mayor may be 

subjected to disciplinary action. The head of Publications Department must be made 

aware of any such authorization or approval.  

7. News Releases will be prepared and issued by the head of Publications Department when 

newsworthy information becomes available or as events occur.  

8. News Briefings may be conducted to educate the news media about potentially 

controversial issues and provide reporters an opportunity to ask in-depth questions. In 

these briefings, reporters will be provided with background information/ materials, fact 

sheets and explanatory materials. These briefings will be arranged by Publications 

Department.  

9. Press Conferences will be held at the direction of the Mayor to announce or respond to 

an issue of significance or controversy with a united voice pertaining to facts, 

information, rules, and emergency or crisis situation or the established policy/rules of the 

city. Press conferences show transparency and accountability of KM to respond to the 

citizens’ concerns and share related information.  These conferences must be planned in 

advance by Publications Department. 

10. Media Relations Training required of management/ supervisory staff at least once a 

year, with more intensive training provided on an “as needed” basis.  

Procedures:  

1. KM Employee Responsibility/ Guideline 

It is the responsibility of employee to immediately notify their supervisor or Department 

Director of significant events or issues that occur and may be of major interest to the 

general public. 

2. Department Director Responsibility/ Guideline 

It is the responsibility of Department Directors to immediately notify the Deputy Mayor 

or Publications Department of significant events or issues that occur within their 

department and may be of major interest to the general public.    

3. Responding to Media Inquiries  

Upon receiving a media inquiry that requires additional information the Publications 

Department staff are unable to provide, the inquiry will be immediately forwarded to the 
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appropriate Department Director. No employee shall provide media interviews unless 

approved by the Department Director and head of Publications Department.  

4. Media Contact Guidelines 

i) Respond to inquiries within your purview. Do not respond to matters that do not 

directly relate to your professional responsibility at KM.  

ii) Do not offer legal opinions on KM policies or activities.  

iii) Media inquiries shall be responded within 2-4 hours of receiving the request. 

iv) Administrative staff shall give priority to phone calls from journalists.  

5. The head of Publications Department will prepare press releases 

i) The Mayor has overall authority and responsibility for dissemination of information 

on KM. The head of Publications Department will prepare background information. 

The Mayor or his deputy for public services will review and approve all press releases 

prior to distribution.  

ii) The head of publications department shall maintain a media contact list.  

iii) Press releases shall be distributed electronically via email and through print and 

electronic media.  

iv) Press releases shall be posted to KM’s official website.  

Consequences of Violations: 

Any employee who violates this policy will be subject to appropriate disciplinary action, up to 

and including termination.  

Evaluation Criteria: 

 The success of this Policy will be measured by: 

a) Number of positive reports on the KM performance in the local and international 

media. 

b) An increase in public trust by presenting KM as an accountable and transparent 

organization in the media.    

Policy Enforcement: 

The contents of this policy are enforceable after His Excellency the Mayor’s approval.  


